Name (Continued)

2

	Resty
Email: resty.380935@2freemail.com 
	[image: image1.jpg]




	


                                                                                             Supervisor Information/Records Management
Education

B.S. Electrical Engineering
Certifications/Licenses:

Licensed Assistant Electrical Engineer
Summary:
Ten years experience in Document Control with Fluor- Eight years as Document Control Supervisor / Lead and Two years as Document Controller/office engineer. With professional experience working on a fast-paced and multi-cultural environment. Over Nine years of experience in telecommunications field, performing various tasks in engineering, project control, Maintenance and Logistics. Two years as Service Engineer of Northern Telecom System under Maintenance Department. One year   as OSP Engineering Assistant ; performing surveys, designs, material take-off, estimates, pricing, coordination and documentation. Two years as Engineering and Construction Auditor under project control department. Four years in Saudi Arabia handling different position such as : OSP Telecom Engineer, Saudi Aramco Coordinator, OSP Implementation Engineer/Coordinator & Material Logistic Controller.
Document Controller – ORT Team
Ma’aden

Fluor Arabia Limited
Ma’aden Wa’ad Al Shamal Phosphate Project

April 2017 – Dec 2017
Umm Wu’al , Turaif , Saudi Arabia

· Supervise accurate and timely uploading of Engineering and Vendor documentation deliverables on   Aconex which entails uploading , Monitoring , Transmitting , Distributing and Reporting. 
· Assign and monitor weekly task to uploading team members
· Prepares and submit comprehensive weekly Aconex reports to Fluor and Ma’aden Management. 

· Assist and support ORT Project Management Team for other Technical Documentation matters involving Aconex. 

· Provide Aconex training and excel shortcuts /tricks to uploading team members to facilitate accurate and fast batch uploads.
Document Controller – Fluor PMC
Ma’aden

Fluor Arabia Limited
Ma’aden Wa’ad Al Shamal Phosphate Project

June 2015 – March 2017
Umm Wu’al , Turaif , Saudi Arabia

· In Charge of Engineering and Vendor Technical Documentation which entails uploading , downloading , Monitoring , Transmitting , Distributing , Reporting and Maintaining of Techincal Documentation using different computer sofware and tools such as Proarc/POL ,  Ms Office , Adobe  etc. and ensure in conformance with the project procedures.

· Prepares Daily and Weekly reports for Package 6.1 such as Enginering Squad check report , Vendor Squad check report , RFII , RCW reports etc. 
· Assist and support Project Management Team and Construction Team for other Technical Documentation matters. 

· Provide Documentation software training such as POL , Proarc training to new PDDM & Construction Team member.

Document Controller
Ma’aden
Fluor Arabia Limited
Ma’aden M&R Aluminum Project
August 2012– April 2015
Ras – Al Khair , Saudi Arabia
· In Charge of Vendor and Engineering Technical Documentation which entails uploading , downloading , Monitoring , Transmitting , Distributing , Reporting and Maintaining of Techincal Documentation using different computer sofware and tools such as Proarc/POL , Aconex , Ms Office , Adobe  etc. and ensure in conformance with the project procedures.

· Prepares Vendor reports to the project management.
· Attends weekly Construction Engineering Task Force Meeting.
· Lead M&R Document Controllers when the Lead Document Controller is on leave.

· Assist and support Project Management Team and Construction Team for other Technical Documentation matters. 

· Provide Documentation software training such as POL , Aconex training to new PDDM & Construction Team member.

Lead Document Controller
Ma’aden

Fluor Arabia Limited
Ma’aden IIP Aluminum Project

November 2010– July2012
Al-Khobar , Saudi Arabia

· Overall in Charge for all IIP Project Technical Documentation which entails Supervision on uploading , downloading , Monitoring , Transmitting , Distributing , Reporting and Maitaining of Techincal Documentation using different computer sofware and tools such as Proarc/POL , Aconex , Ms Office , Adobe  etc. and ensure in conformance with the project procedures.

· Prepare monthly progress report to the project management.
· Attends weekly Engineering Task Force Meeting.
· Assist and support Project Management Team and Engineering Disciplines for other Technical Documentation matters. 

· Provide Training and support to other PDDM staff.

Document Controller/Admin Field Engineering
Saudi Kayan
Fluor Arabia Limited
Saudi Kayan Petro Complex U&O Project

July 2009– Sept2010
Jubail 1 , Saudi Arabia

· Overall in Charge in processing Request for Information/Technical Querry (RFI/TQ)  from Receiving, Logging, Scanning , Transmitting ,Distribution & Filling.

· Create and Maintain Field Engineering logs such as Request for Information –RFI, Field Purchased Request-FPR & Noticed of Difficiency-NOD. 

· Process CDT, M&DS & NOC books

· Support Construction Field Engineering Manager 
· Support Field Engineers on processing Field Design Chaged Noticed and ensure they are duly signed by all concerned Managers and returns to responsible engineer to update the Master P&ID and filling.
· Receive & review Engineering Drawings and Documents for signature of Construction Field Engineering Manager.
· Support Field Engineers, Contractors for all Request For Information Issues.

· Prepare Weekly Construction Engineering Reports for Project Control update.
· Logs and monitor routing of NOC Books for review by decipline engineers and for final signature of Engineeering Construction Manager.
Document Control Supervisor
Yansab

Fluor Arabia Limited
Yansab Petrochemical U&O Project

Sept 2006– August 2008
Yanbu , Saudi Arabia

· Overall in charge for all Field Engineering project documentation.

· Implement Fluor Document Control procedure or equivalent procedure as per project requirement and ensure that they are always met starting from retrival of documents, reproduction , distribution and filing.

· Supervise and Monitor Downloading & Uploading of Vendor/supplier data and  Engineering Documents using POL and Proarc. Ensure that electronic copies as well as hard copies of these project documents are always updated in a timely manner and stored in a directory  for easy retrival.

· Create and maintain a Document Control system using MS Excel and adhering to the standards and procedures thus ensuring traceability of both hard copy and electronic documentation at all times.

· Interface with all level of Multi-Cultural organization, client and Contractors with regards to  Field Engineering Documentation matters.
· Attend weekly Engineering meeting and dissiminate vital information to all Document Control Staff  to Implement and adhere.

Document Office Engineer
Kuwait Oil Company (KOC)
Fluor International Limited
Rebuild of Damaged GC-15 &  BS-130                              
March 2005– May2006
Al Rawdatain Oil Fields, North Kuwait
· Generate and update Engineering Drawing List, Vendor Data List and all other project      documents.

· Implement and ensure all project documents are filed in a systematic way for easy retrieval of documents.

· Support Business Manager in evaluating Contractors Invoices and preparation of Contractors certified cost summary which will be the  basis of  accounting for payment.  

· Support Field Engineers with regards to document matters. 

· Support Quality Assurance Manager in preparation of Project Record Book to be Submitted to the Client.

Material Logistic Controller
Saudi Aramco

Al Qahtani Fisk / NEC Saudi Arabia Ltd
Saudi Aramco Southern Area SDH Project                              

June 2002– Mar 2003
Al-Khobar , Saudi Arabia

· Overall in charge for all project materials from receiving, inspecting, controlling, transporting and inventory.

· Prepare request for Material duty exemption and submit it to Saudi Aramco for Approval.

· Ensure all documents for custom clearance such as Bill of Lading, Airway Bill, Certificate of Origin, Shipping Invoice Packing List and other required documents for easy and smooth clearing of materials are forwarded to the broker.  

· Supervise and Review preparation of Spare Parts Data Package(SPDP) which is prime  requirment of Saudi Aramco prior in billing. 

· Assist Lead Engineers in inspection of equipment cards, modules, rental equipments from arriving to returning and ensure that all equipment and its accessories are working and complete.

· Analyze & review weekly & monthly material reports submitted by warehouse supervisor.

· Attends weekly and monthly project meetings.
OSP Implementation Engineer/Coordinator
Saudi Telecom Company (STC)
Al Qahtani Fisk
450K Saudi Telecom Project
November 2001 – June 2002
Al – Khobar , Saudi Arabia
· Review and study each and every job order with OSP supervisor  to ensure  manpower  and equipment loading are accurate.

· Review all plant unit rates and Identify those which need clarification to Saudi Telephone Co.

· Assist  planning and scheduling  head in making recapitulation sheets.

· Attends Monthly contractor meeting with Saudi Telephone Co.

· Conduct site surveys.

· Prepares material take-off.

· Responsible for Coordination and follow up of flimsy with Saudi Telephone Company for  all completed projects.

· Resposible for full coordination activities of each job orders with Saudi Telephone co.

Aramco Facilities Coordinator
Saudi Aramco
Al Qahtani Fisk
Saudi Aramco Smartzone Project
July 2001 – November 2001
Al – Khobar , Saudi Arabia

· Responsible for full coordination with different departments to ensure  all permits, Identification cards, vehicles , materials, tools and other documentations are ready prior in starting each and every service order to attain continous flow of work. 

· Received daily time reports of each  service order.

· Prepare weekly & monthly comparative cost reports for all service order and indicate each status.

· Prepare and submit to Client a complete monthly progress billing.

· Keep close track of original scope of work and change orders.

· Attends meeting and coordination activity to keep close coordination  with Client and other Subcontractors.

· Maintain best relationship with the Client at all times.

· Assist the General Manager in other Marketing activities.

OSP Telecom Engineer
Saudi Telecom Company (STC)

Al Qahtani Fisk
SaudiTel Dammam Network Upgrade Project
March 1999 – July 2001
Dammam , Saudi Arabia

· Prepare materials quantity take-off as per job order.

· Evaluate  and summarize weekly progress reports submitted by supervisors.

· Ensure  all Saudi Telephone Co. Standards and Practices are met at all times.

· Prepare and evaluate quantity to be billed with the client for each completed Job Order.

· Prepare and update redline drawings for as built.

· Coordinate and attend meeting with Saudi Telephone Co. 
Assistant Construction Engineer
Globe Telecom
Bechtel Philippines
OSP Globe Telecom Project
February 1997 – March 1998
Makati , Philippines
· Prepare and certify quantity billed by subcontractors which serves as the basis of Accounting for the issuance of cheques.

· Coordinate with Area Managers and Contract Supervisors to ensure there will be no double billing.

· Responsible for the issuance of supplementary purchase order whenever being billed quantity exceeds the original Purchase Order.

· Responsible for the accurate encoding of bill of assemblies in Access and PTCS  for the purpose of generating bill of materials for material reconciliation. 

· Coordinate and held meeting with subcontractors.

Engineering & Construction Auditor
Globe Telecom
Lucent Technologies
OSP Globe Telecom Project
March 1996 – February 1997
Makati , Philippines

· Ensure that the bill of quantity reported by inspectors tally with the redline  drawings and As built drawings which is essential in billing the client.

· Assist the project control Director in reviewing quantity to be billed with the client. 

· Coordinate with Change Order Department for change order requests for all job orders and incorporate it in the monthly progress billing

Engineering Assistant
Globe Telecom
AT&T Philippines
OSP Globe Telecom Project
March 1995 – March 1996
Makati , Philippines
· Carry out field surveys and coordinate with private and public entities with regard to their present and future land use.

· Source and Analyze data from various agencies to be used in forecasting and planning.

· Design Secondary Cable Network/Cable Entrance Facilities. Carry out materials and labor unit assemblies take off from work plans for the purpose of pricing and ordering.

Service Engineer
Various Clients
Locator International
Telephone System Maintenance
October 1993 – March 1994
Makati , Philippines

· Responsible for programming of different features of Northern Telecom Telephone System using Procomm Software.

· Perform trouble shooting and routine testing of all trunks & directlines of different assigned sites.

· Install, assign and configurate new extension phones as per request by customer coordinator.

· Perform System Preventive Maintenance of Northern Telecom System.

· Coordinate with the stock department for ordering of telephone line cards and telephone units as well as its accessories.
Professional Associations

Member of Institute of Integrated Electrical Engineers Philippines
Training

· PDDM Process for Managing Engineering Documents

· PDDM Process for Supplier Technical Documents

· PDDM Man Hour Estimate
· Electronic Document Review (EDR)
· DMS Functionality Overview
· Projects OnLine (POL) Advanced DMS part 2
· ProArc Import Server Configuration
· Aconex

· MS Excel Advanced

Language

Fluent in both oral and written communication English and Tagalog
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